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fZA R A ZE E L Arorcemer o e
. ' 8 Jul 04
VACANCY ANNOUNCEMENT ;‘;’;Eﬁ Date
Date of | ssue 18 Jun 04
18584 Jobtitle (Z5#k Grade 5 /E¥Z#H LAD _3) SEAH 4. B & & B Areaof Consideration

No. of Recruitment

Administrative Specialist #293 & 18 5 P 5 1%

SEEAIHETS TR #R Acceptable Trainee Level: 1-4

X =#H% [ #Haex O R%% L =&%R
Administrative  Blue Collar Trade Security Medical
2.ERB% Activity

Commander Fleet Activities, Y okosuka

Moral Welfare Recreation Department

Financial Management Division

Accounting Branch

#5315 AT Working Place: 178 % 1 JAHET Tomari-cho, Y okosuka

X 3 MLCIHA %8 (BIBRA)
Current MLC/IHA Employee within Activity
X 3] MLC/IHA ¢ % B (B HE M)
Current MLC/IHA Employee in commuting distance

X |MLCIHAEER(£TEHKE)
Current MLC/IHA Employee Japan Wide

X #+&B Off Base Applicant

3.Eh 78R Work Schedule (8_40 RS hrww )
£)7H Work Days Mon-Fri

£) 7585 R8 Work Hours  0730-1630 (8hours/day)
(] 7#h Night Shift X &% Overtime

{A#8 Recess 1 hour
[ ] H3E Business Travel

5. JEFDFEHE Type of Employment
] MLC

|Z IHA
X % B Permanent

] BR%E Limited Term (__# A Months)

6. BN Duties
See attached.

7EREY. BHEHE Qudlification/Physical Requirements

a. Oneyear of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work OR completion of 4-

years college/university in arelated field.

b. Knowledge of policies, regulation and procedure for Navy correspondence and BLAS, RAMCAS accounting system.
c¢. Skill in operating personal computer such as Microsoft Word, Excel, Access, and Outlook.

d. Ability to translate Japanese into English and vice versa orally and in writing.
e. Ability to speak, read, and write English at fluent proficiency level (LAD 3).
f. Ability to speak, read and write Japanese at native language level.

Applicants who do not fully meet the qualification reguirements stated above may be considered at 1-4 as below:
a. Oneyear of clerical, technical or administrative work experience in any field OR completion of 4-years college/university in any

field.

Handicapped applicants may be accepted, depending upon the degree and kind of disability

HEE A English Language Proficiency : [J#Z 7% L None []#)#k Basic []##k Intermediate [X]_E#& Advanced []4$Fk M &EH Exceptional

2P Educational Background : N/A

| HEFEE /& T 5 License/Certificate Required : N/A

819 %+ M Application and Associated Documents

Working Condition

*X] 22 & 5 AR Application for Vacancy Announcement (HROY Form 1) hitp://hro.cnfj.navy.mil
*[X] B PIESF5#R FEE Resume of Speciaized Work Experience (HROY Form) http://hro.cnfj.navy.mil
*MEEAlE Complete * in[] BAEE T Japanese [X] #EET English [] &% 5 T4 Either

X EEDREHFFIAT 5 1L DDE L Copy of English Proficiency Certificate

X80 MENF BT L. IGHEEDEESRS FFT- KA F#ELVRIEMAEHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and an 80-yen stamp (MPSis not accepted.)

RILVE B % for Job Inquiries 1= H %k Office to Submit

E IR For Officia Use

T238-0015 &)1 Ri&ZAE AT 1 FiHh, Box 22
1 banchi Tomari-cho, Y okosuka, Box 22

X EEHAEEMKE ASBEERRE (HRO)
CNFJ, HRO C-N132

®046-816-8153 (N #&/Extens on) 243-8153

HLEE BLHE Office

CFAY MWR AR Personnel (C 6045)
{H4 A Ms YOKOTA
®046-816-3201 (Extension/ g 243-3201)
=+ B S 0900-1600

PD No.:CFAY-6021-009

PD is accurate and current.
Certified by Activity: ky

HRO at 6/16s06/18

INEEEZmEZ L TUWVEWNMEE BZDOXRRIZHY £ A, Incomplete applications will not be considered.

RESINFIGEEHEIEHIRL LEHEA Submitted applications will not be returned.




Duties
MWR-13-2004

1. Assumesthe full administrative responsibility to the Financial Administrator and other accounting
technicians in developing computer program thru access and excel subsidiary ledgers maintained in the
accounting and payroll office. Fully responsible for the transmission and submission of the monthly BLAS to
RAMCAS. Reconciles monthly statement and maintains the fund bank account for dollar and yen. 30%

2 .Administersthe financial resources of the MWR Department by posting, coordinating the Financial reports
dealing with APF, NAF and GOJfunds. 20%

3. Performs duties as answering inquiries including substantive questions, reviewing reports from the
Command Evaluation Group and drafting replies, prepares the cover letter for the outgoing
correspondence.20%

4 Consolidates this submission from the 57 activities with in the department into an approved cost assessment
format for appropriate higher-level approval. 20%

5 Performswritten trandlations from English to Japanese and vice versa, of material which is routine and non-
technical in nature such as certificates, letters, incident reports, and local Standard Operating Statement. May
perform oral tranglations for a minor portion of the time. 10%

6 Performs other duties as assigned.



